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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this thesis was to make a follow-up 
study of the 1950-1958 business graduates of Dover High 
School, Dover, New Hampshire, to determine to what extent 
the business education curriculum is meeting the needs of 
the graduates employed in Dover and surrounding communities 
and to determine the duties most frequently performed by 
the graduates. 
Analysis of the Problem 
In order to achieve the major purposes of this study, 
the following subordinate problems were resolved: 
1. To determine the percentage of the graduates who 
had received further education after graduation from high 
school 
2. To determine the types of education pursued by the 
graduates after graduation from high school 
J. To ascertain the percentage of the 1950-1958 gradu-
ates currently employed in business offices 
4. To ascertain the types of tests required of the 
respondents in securing their positions 
Boston ~n1vers1t1 
Schoo l of Edu cation 
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5. To determine what additional training on the job 
was required of the graduates 
6. To determine the high school business subjects 
which have proven to be most valuable to the graduates on 
their jobs 
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7. To discover the percentage of secretarial students 
who use shorthand on their jobs 
8. To obtain information concerning the activities 
most frequently performed in the areas of typewriting and 
bookkeeping 
9. To determine the specific office machines used 
most frequently by the graduates on the job 
10. To obtain suggestions from the graduates for im-
proving the high school business education program 
Importance of the Problem 
A formal follow-up study has never been completed at 
Dover High School. As the curriculum of the high school 
is now being carefully examined by a joint committee with 
representation from the administration, school committee, 
high school teaching staff, and the public, it seems an 
appropriate time to conduct a follow-up study of the busi-
ness graduates of the school. From such a study, valuable 
information can be obtained directly from the graduates on 
J 
the job. This i nformation should be helpful in determining 
the degree of strength or weakness of the business education 
program in meeting the needs of the community. 
Justification of the Problem 
There is agreement among many authorities in the field 
of business education as to the many values of the follow-
up study. Dame and Brinkman1 point out the most important 
of these values when they state: 
The fundamental objective of the follow-up 
study procedure is better guidance of t hose still 
in school. Study graduates now employed in an 
effort to direct improvement of instruction for 
the present and future students. A follow-up 
study, carefully administered, will yield find-
ing s tha t may become the groundwork for practical 
curriculum revision. At the same time, results 
of such a study will help keep business depart-
ment faculty members alert to current conditions 
and demands in business. 
woodward2 recognizes the follow-up study as an impor-
tant public relations medium when he writes: 
The value of the follow-up study to business 
education consists in the use of the findings to 
evaluate the effectiveness of the courses of 
study and the methods of i nstruction; to assist 
its graduates in job adjustment; to secure data 
1oarne, John Frank and Brinkman, Albert B., Guidance in 
Business Education, South-Western Publishing Company, 
Cincinnati, Ohio, 1952, p. 91. 
2woodward, Theodore, "Guidance, Selection, Placement, 
and Follow-up Procedures," The American Business Education 
Yearbook, Volume, IX, 1952,-p: 276. 
about job opportunities, job sequence, and 
wages; to assist in the building of desirable 
school-community relations; and to acquaint 
the business community with the school's 
,efforts to train better business employees. 
Experts in business education suggest that periodic 
follow-up studies be conducted if a school is truly inter-
ested in a complete evaluation of its program. 
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Dame and Brinkrnanl claim, "that the alumni group seems 
to be the most important single factor in focusing atten-
tion on needed revisions in the ourriculum. 11 
In this study, contacts are made with the alumni group 
in order to secure answers that might never be known, un-
less these graduates were given an opportunity to offer 
their frank appraisal of their training. such an evaluation 
will prove valuable in the future training and placement of 
students. 
Delimitation of the Problem 
This survey was limited to a study of the clerical 
and secretarial majors of all classes from 1950 to 1958 
who followed the business curriculum for three years. It 
included only those who had completed either the course 
in secretarial office practice or clerical office practice. 
lname and Brinkman, ££• cit., p. 92. 
No attempt was made to solicit the opinions of the 
businessmen who employ these graduates. For a comp lete 
evaluation of the business education program, a survey 
of this nature would prove valuable. 
Organization of the Study 
Chapter I of the study contains the statement, analy-
sis, and justification of the problem. Related research 
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is reviewed in Chapter II . The third chapter consists of 
an outline of the procedures used in completing this study. 
A detailed analysis of the findings of the study is pre-
sented in Chapter IV, and the closing chapter contains a 
summary of the results of the study and recommendations 
for the improvement of the business education program . 
CHAPTER II 
REVIEW OF RELATED RESEARCH 
Progressive business educators constantly examine the 
curriculum to determine its effectiveness. Hand in hand 
with educational theory regarding the structure of a good 
business education program, the carefully administered 
follow-up study serves as the groundwork for practical 
curriculum revision. 
Realizing this value of the follow-up study, mru1y 
high school business educators have conducted such surveys. 
In these, they attempted to provide better guidance for the 
present and future business students and to offer to their 
administrators first-hand and reliable information regarding 
the needs of the community as reported by the graduates 
presently serving the community in business offices. 
Many of these research studies have been reviewed to 
provide background for this study. Five of these studies 
are summarized in this chapter. 
In one of t1e most recent studies, Lefebvrel undertook 
"to determine to what extent the business program was pre-
parir~ the graduates of somersworth High School, somersworth , 
lLefebvre, Martha A., A Follow-up Study of the 1950-1957 
Business Graduates of somersworth High School-,-Somersworth, 
New HamPshire, Master's Thesis, Boston University, 1938, 63 pp. 
New Hampshire, to meet the requirements of the business 
world and to obtain information which might be helpful 
in improving the curriculum." 
One hundred twenty of the 135 business graduates of 
1950-1957 were personally interviewed. 
Some interesting findings resulting from this survey 
were as follows: 
1. Ninety, or 66.7 per cent, of the graduates were 
employed full time. 
2. Only 18 of the respondents were never engaged in 
office work. 
3. Thirty-four per cent of the graduates were not 
required to take employment tests in order to 
secure their positions. 
4. Fifty-one per cent of those who did office work 
used their shorthand only slightly or not at all. 
One hundred two of the graduates had used short-
hand infrequently on their first job. 
5. Bookkeeping activities were performed on their 
first jobs by 79 of the 135 respondents. 
6. The filing systems in most frequent use by the 
graduates on their various positions were alpha-
betic and numeric. 
7. Of the 117 graduates who had been employed in 
offices after graduation from high school, 90 
were employed as general clerical workers, 
Other positions were: bookkeeper, 34; stenog-
rapher, 29; payroll clerk, 27; secretary, 18; 
clerk-typist, 17; billing clerk, 13; and switch-
board operator, 10. 
8. Typewriting, English, and office practice were 
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the high school subjects that proved most valuable 
in employment. 
9. Seventeen of the 135 respondents felt a definite 
need for more mathematics since graduation. 
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10. In reply to a question concerning the subjects 
which were not offered in high school for which 
the graduates have since felt a need, 48 evidenced 
a desire for a course in business machines. 
In reviewing the research done by Miskelll of the edu-
cational and employment experiences of the business graduates 
of Westford Academy, westford, Massachusetts, for t he years 
1946 through 1955, the author noted a degree of similarity 
between the findings of surveys conducted in small high 
schools in Ma ssachusetts and New Hampshire. Both Miskell 
and Lefebvre reported approximate enrollments of 370 students, 
a t wo-teacher business department, and a comparable business 
curriculum. 
Several points of similarity in the findings of these 
two studies are given here: 
1 . Both reported the various types of positions 
held by their gradua tes in their initial 
positions to be general office clerk, book-
keeper, payroll clerk, clerk-typist, stenog-
rapher, billing clerk, secretary, and switch-
board operator . 
2 . Thirty-five per cent of Lefebvre's and 48 per 
cent of Miskell's respondents indicated a 
need for more instruction in office machine 
operation. 
J . Typewriting and business English were the most 
valuable subjects according to the findings of 
both studies . 
l Miskell, Mary E., A Survey of t he Educational and 
Employment Experiences of the l94b=l933 Westford Acaaemy 
Business Graduates with ImPIIcatlons for curriculum 
Revisions, Master•s~sis, Boston University, Boston, 
Massachusetts, 1956, 58 pp. 
To secure information which would be advantageous in 
determining revisions in the business education program 
of st. Gregory High School, Galvinl conducted a follow-up 
study of the business graduates for the years 1950 through 
1956. 
Some of the most important findings of this investi-
gation were: 
1. High school education was terminal for 64 
per cent of the graduates, whereas J6 per 
cent sought post-high school education in 
14 different schools. 
2. Typewriting activities performed most fre-
quently included typing letters, making 
carbon copies, addressing envelopes, filling 
in printed forms, making out bills, cutting 
stencils, and statistical typing. 
J. •'!. ighty-three per cent used manual typewriters, 
while 17 per cent reported having used electric 
typewriters. 
4. Handling cash receipts, writing customers• 
accounts, and making out checks were the 
three bookkeeping activities reported most 
frequently. 
5. Forty per cent of the graduates used short-
hand in their initial job. 
6. Most frequently performed office activities 
included filing, operating office machines, 
and answering the · telephone. 
7. Typewriting, English, shorthand, and book-
keeping were reported as the subjects which 
had proved most useful to them. 
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lGalvin, Sr. Marie Therese, A Follow-up Study of the 
1950-1956 St. Gregory High School-Business Graduates-to--
Determine tne Effectiveness of Their Training with ImPlica-
tions for curriculum Revision-, Master's Thesis, Boston, 
UniverSity, Boston, Massachusetts, 1958, 55 pp. 
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Among the suggestions offered by graduates for the 
improvement of the business education progr am were the addi-
tion of an itensified office machine course, the observation 
of realistic procedures through visits to business offices, 
the provision for dictation other than by the regular short-
hand teacher, greater stress in business English, composition 
at the typewriter, and more individual guidance . 
In 1956, Kelleherl conducted a follow - up study of the 
1950- 1954 business graduates of the Attleboro High School 
to determine how well the business program prepared the 
graduates for their work and to obtain information which 
might be helpful in improving the business education program . 
From this survey , it was found that: 
1. Forty-two of the 100 employed respondents 
indicated that they had some schooling 
beyond high school. 
2 . Of the 90 who had worked part-time while 
in high school , 61 continued with the same 
employer . 
J . Only 46 per cent of the graduates were 
required to take pre-employment tests . 
4 . Bookkeeping II was found to be the business 
subject not taken, but would have been 
most valuable . 
5. General clerical duties were t he ones most 
frequently performed by the graduates on 
their jobs . 
1Kelleher, Helen L., A Follow- up Study of the 1951• 1955 
Business Graduates of the Attleboro Hi gh School:-Attleboro, 
Massachusetts, Master ' s Thesis, Boston University, 1956, 52 pp. 
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One of the purposes of the study made by Kennedyl in 
1955 was to determine how well the clerical practice course 
of the business education curriculum of the Somerville High 
School, Somerville, Massachusetts, had prepared the 1952-
1953 graduates for their initial jobs. 
ates: 
These findings were based on the replies of 171 gradu-
1. Thirty-six per cent of the graduates attended 
30 different schools for advanced study mostly 
along the lines of business education. 
2. In their beginning positions, 26.9 per cent 
of the graduates were classified as general 
office workers, 8 . 2 per cent as file clerks, 
8 . 2 per cent as typists, and 5 . 8 per cent as 
clerk-typists. Only nine of the respondents 
were doing work which differed from the type 
of training included in their high school 
course of study . 
J . · The ten most frequently performed activities 
were tabulated as using office machines, 
typewriting, filing, telephoning, handwriting, 
posting entries, recording entries, using 
the comptometer, general bookkeeping, and 
doing messenger work. 
4. Typewriting and clerical practice were the 
most helpful subjects . 
5 . One hundred fifteen of the 171 respondents 
used some form of arithmetic in their jobs . 
6. More work on the bookkeeping machine, IBM, 
and in the use of the telephone were three 
areas which the graduates felt could have 
been taught or given more emphasis in high 
school. 
1Kennedy, Kathryn Anne, A Follow-up ftudy and Job Analysis 
of the 1952-1953 Graduates of-the Clerica PractTCe-o€partment 
of Somerville Hig¥ School, Somerville, Massachusetts, Master's 
Tfiesis, Boston Un versity, 1935, 69 pp. 
The findings of the research studies reviewed on 
the preceding pages emphasize the value of seeking the 
opinions of graduates as to the effectiveness of their 
preparation for the positions which they held since 
their graduation from high school. 
This procedure of enlisting the aid of the graduates 
on the job makes more meaningful and practical the sug-
gestions for curriculum revision which can be offered to 
the administration. A curriculum, so revised, will cer-
tainly be a more functional curriculum--one that will 
best serve the needs of the local community. 
The following chapter contains the procedures used 
in completing this study. 
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CHAPTER III 
PROCEDURES 
The following procedures were followed in conducting 
this study: 
1. Permission to carry out a detailed follow-up study 
of the business graduates was obtained from the superintend-
ent and the principal of the Dover School System . 
2. Similar studies made in the field of business 
education were reviewed as background. 
J. A tentative questionnaire was prepared and sub-
mitted to the superintendent, principal, and members of a 
seminar at Boston University for suggestions and criticisms. 
The instrument was revised incorporating the suggestions 
given. 
4. A letter of transmittal was prepared to accompany 
the questionnaire. 
5. The names of the business graduates of all classes 
from 1950 through 1958 were obtained from the permanent 
records of the high school. 
6. A list of the graduates of each year was prepared 
and copies ·were sent to several members of each class to 
enlist their aid in locating present addresses of the gradu-
ates. 
7. The questionnaire and letter of transmittal were 
mailed to all business graduates whose present addresses 
could be obtained. 
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8 . Four weeks after this mailing, a follow-up letter 
was sent to those who had not replied. 
9. The data received were tabulated and analyzed. 
10. Eased upon the findings of the study, the summary 
and list of recommendations were prepared. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF THE DATA 
This follow-up study of the 1950-1958 Dover High School 
business graduates was made to determine to what extent the 
business education curriculum was meeting the needs of the 
graduates in the Dover employment area and to determine the 
duties most frequently performed by the graduates. 
A questionnaire was used to obtain information relative 
to the (1) types of work which the graduates were doing, 
{2) duties which the graduates performed in the initial posi-
tions in which they were employed, (J) the degree to which 
their high school training had been of value to them in the 
positions held since graduation, (4) the number who felt it 
necessary to further their education, and (5) the extent to 
which their shorthand training was used on their various jobs. 
A three-page questionnaire was mailed to 151 Dover High 
School business graduates from the years 1950 through 1958. 
Of this number, 107, or 70 per cent, of the graduates responded 
to the questionnaire. Of these respondents, only one reported 
that she had not worked at all since graduation. 
The information obtained from these 107 questionnaires 
has been summarized in the following tables. Table I on the 
next page snows the returns according to classes . 
Class 
19.50 
19.51 
19.52 
19.53 
19.54 
19.5.5 
19.56 
19.57 
19.58 
Total 
16 
TABLE I 
RETURNS FROM THE QUESTIONNAIRES BY CLASSES 
Number Sent 
Out 
14 
13 
9 
18 
21 
1.5 
29 
1.5 
17 
1.51 
Number 
Returned 
10 
9 
7 
1.5 
14 
11 
20 
11 
10 
107 
Per Cent of 
Returns 
71 
69 
77 
83 
66 
73 
68 
73 
.53 
70 
Returns from the questionnaires according to classes 
are shown by Table I. The class of 19.53, as indicated by 
the table, sent in the highest percentage of returns, 83 
per cent . The lowest percentage of returns was returned 
by the class of 1958, with only a .53 per cent return. 
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TABLE II 
SCHOOLS ATTENDED BY GRADUATES AFTER HIGH SCHOOL 
Name of School 
Mcintosh Business College 
Colby Junior College 
Boston Medical Dispensary 
N. H. Chapter American 
Savings and Loan Institute 
Plymouth Teachers College 
Keene Teachers College 
Chandler School 
University of New Hampshire 
Lowell General Hospital 
Total 
Number 
Attending Field of Study 
18 secretarial 
2 
1 
1 
1 
1 
1 
1 
1 
27 
IBM Operation 
Business English 
Drafting 
Medical Secretarial 
Medical Technician 
Bank Operation 
Elementary Education 
Elementary Education 
Secretarial-Accounting 
Secretarial 
Medical Technician 
Table II shows the various schools attended by the 
respondents after graduation from high school and the field 
of study which they pursued. Twenty-seven, or 25.2 per cent, 
continued their education. Eighteen attended the local busi-
ness college. Two entered the medical technician field of 
study, two chose teacher training, and all others who con-
tinued their education sought advance training in some phase 
of business education . 
TABLE III 
EMPLOYMENT STATUS OF THE GRADUATES 
AT THE TIME OF THIS STUDY 
18 
Employment Status Number Per Cent of 
Returns 
Employed full time 64 59.8 
Housewife J4 Jl.8 
Emp loyed part time 6 5.6 
Attending school full time J 2.8 
Total 107 100.0 
Table III shows the status of the respondents at the 
time the survey was made. With the exception of two, who 
were employed in factory work, all graduates who were em-
ployed were doing some phase of business activity. The 
majority of these business employees were located in the 
offices of Dover businesses. 
At the time of the study, 64, or 59.8 per cent, of 
the graduates were working full ti e. Thirty -four reported 
tha t they were housewives and were not employed outside the 
home. Six, or 5.6 per cent, were employed part time and 
three were attending school full time. 
TABLE IV 
NUMBER OF DIFFERENT POSITIONS HELD BY GRADUATES 
Year Responses 
1950 9 
1951 9 
1952 7 
1953 15 
1954 14 
1955 11 
1956 20 
1957 11 
1958 10 
Totals 106 
Per cent 100 
Number of 
1 
1 
3 
3 
7 
J 
7 
9 
5 
7 
45 
42 . 4 
2 
4 
5 
2 
5 
8 
J 
7 
4 
3 
41 
38.7 
Positions 
3 
1 
1 
1 
2 
2 
1 
3 
2 
0 
13 
12 .J 
19 
4 
3 
0 
1 
1 
1 
0 
1 
0 
0 
7 
6.6 
Table IV indicates the number of different positions 
held by the respondents since their graduation from high school. 
Forty-five, or 42 . 2 per cent, of the graduates held only their 
orig inal position; 41 , or 38 . 7 per cent, changed to a second 
pos ition; lJ, or 12.3 per cent, were employed in three differ-
ent positions; and seven, or 6 . 6 per cent, held four positions. 
These figures suggest a f a irly stable group of workers a s 
only 20 were emp loyed in more than t wo positions. 
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TABLE V 
TYPES OF EMPLOYI'-TENT TES'rS TAKEN BY GRADUATES 
Number Taken Number Taken 
Type of Test ·*First Position *Second Position 
Typewriting 23 15 
Intelligence or aptitude 18 12 
Arithmetic 16 7 
Transcription lJ 9 
company devised test lJ 5 
Personality 8 11 
Office machines 0 2 
No test 66 J4 
*Some checked more than one type of test 
Sixty-six, or 62 . 2 per cent, of those participating 
in the survey were not required to take an employment 
test to secure any of their initial positions. Thirty-
four, or J2 per cent , did not take a test to obtain their 
second position. 
Table V shows the types of tests required of the 
other graduates in obtaining their first and second 
positions. The typewriting test was the most frequently . 
admin istered test of those employment tests listed on the 
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questionnaire. Twenty-three of the graduates were required 
to take this type of test to secure their first job and 15, 
to secure their second position. 
Next, in order of frequency were the intelligence or 
aptitude test, arithmetic test, transcription test, and 
company devised test. The personality test was taken by 
the fewest number of graduates . 
As indicated by Table VI on the following page, the . 
gr aduates found their initial employment in 17 different 
t ypes of business offices . As Dover is located in an 
industrial area, it was not surprising to learn that 22, 
or 20 . 8 per cent, of the graduates were employed by indus-
trial concerns . Banks furnished initial positions for 14, 
or 13 . 1 per cent; while 13 , or 12.3 per cent, worked in 
retail store offices . Wholesale distributors hired seven, 
or 6. 6 per cent . United States Government agencies and 
automobile sales companies each offered initial employment 
to six more of the graduates . 
Public utilities, credit bureaus, municipal offices, 
and insurance companies each employed five graduates as 
beginning workers; educational institutions and professional 
offices engaged four graduates each . The remaining six 
respondents reported that they started their office careers 
in publishing establishments , hospitals, an employment 
agency, and a cleaning firm . 
TABLE VI 
TYPES OF BUSINESS OFFICES IN WH ICH GRADUATES 
FOUND THEIR I NITIAL EMPLOYMENT 
Type of Business 
Manufacturing 
Banking 
Retail stores 
Wholesale distributors 
u. s. Government agencies 
Automobile sales and service 
Public utilities 
Credit bureaus 
Municipal offices 
Insurance companies 
Educational institutions 
Professional offices 
Newspaper publishing 
Hospitals 
Research publishing 
Employment agency 
Cleaning service 
Total 
Number of 
Responses 
22 
14 
lJ 
7 
6 
6 
5 
5 
5 
5 
4 
4 
J 
J 
2 
1 
1 
106 
22 
Per Cent 
of Total 
20.9 
lJ .1 
12.J 
6.6 
5.7 
5.7 
4.7 
4.7 
4.7 
4.7 
).8 
).8 
2.8 
2.8 
1.9 
·9 
.9 
100.0 
Those participating in this survey were asked to 
explain the nature of any on-the-job training that was 
necessary for them to receive. Eighteen of the respond-
ents stated that it was necessary for them to obtain 
additional training in business machine operation on 
their jobs. Eight of these 18 were trained on the book-
keeping machine; the other 10 stated that they were 
required to learn the operation of calculators, multi -
liths, teletypes, photostat machines, IBM machines , and 
addressographs. 
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Eleven of those reporting on-the-job training re-
ported having training in telephone switchboard operation 
and telephone technique, six were taught the fundamentals 
of insurance on the job, and four indicated that they re-
ceived additional training in banking fundamentals. 
A few of the graduates reported that they had further 
instruction in making bank deposits, making out bills and 
requisitions, advanced accounting, proofreading, figuring 
inventories, and collecting delinquent accounts. 
Seventy-two of the respondents were employed as part-
time workers before their graduation from high school. 
Forty-five, or 61.6 per cent, of these graduates continued 
to work for the same employer after graduation. Of the 
remaining 27 part-time employees, 19 reported that they 
changed to a second position and eight left their posi-
tions to get married . 
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The majority of the business students at Dover High 
School enroll in the two-year shorthand course. The writer 
was interested in learning the percentage of graduates who 
used their shorthand skill in their positions. Table VII 
lists the results of this inquiry . 
TABLE VII 
GRADUATES WHO USED SHORTHAND IN THEIR POSITIONS 
Number of Per Cent 
Response Responses of Total 
No 49 46 . 2 
Yes 43 40 . 6 
No response 14 13 . 2 
Total 106 100.0 
Table VII shows that 49, or 46.2 per cent, of the respond-
ents reported that they had not used their shorthand skill. 
Forty-three, or 40.6 per cent, answered that they had used 
their shorthand skill in their positions. Of this number, 
eight stated that they had used this shorthand skill very 
little. Fourteen of the graduates did not respond to this 
question. 
Those graduates who indicated that they had used 
their shorthand skill in tteir positions were asked to 
further indicate whether or not their skill was adequate 
for the demands of their employers. Table VIII sum-
marizes their responses. 
TABLE VIII 
GRADUATES WHO FOUND SHORTHAND SKILL 
ADEQUATE TO MEET EMPLOYER DE~lliNDS 
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Number of Per Cent 
Responses Responses of Total 
Yes 29 67.4 
In most respects 10 2) .2 
No 4 9-J 
Total 4J 
Table VIII reveals that 29, or 67.4 per cent, of those 
who used shorthand in their work had no difficulty in meet-
ing the demands of their employers in taking dictation. Ten, 
or 2).2 per cent, of the respondents indicated that their 
shorthand skill was adequate in most respects. Four, or 
8.2 per cent, indicated that they had experienced difficulty 
in meeting demands of their employers in taking dictation. 
The graduates were asked the question, 11 Would you 
have readily accepted a position requiring shorthand 
skill? 11 Of the 92 respondents who had taken two years 
of shorthand, 58, or 6J per cent, stated that they would 
have accepted such a position; J4, or J6.9 per cent, in-
dicated that they would not have accepted a position 
requiring shorthand skill. 
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The following were listed by the graduates as reasons 
for answering 11 no 11 to this question: eight felt that they 
had lost too much of their speed during the senior year 
when the only shorthand experience they received was in-
cluded in office practice; seven of the graduates reported 
insufficient confidence as their reason; five reported that 
they lacked adequate speed for employability; and five more 
felt inadequate in business English to do a secretarial job 
well. Four of the respondents preferred bookkeeping work 
and five gave no reason for their response. 
The investigator sought to determine the extent to 
which the graduates were required to take direct dictation 
at the typewriter and to compose their own letters in their 
first position. This latter activity which requires a com-
bination of skills developed in business English, transcrip-
tion, and typewriting courses is often reported by business-
men as one of the deficiencies of our business graduates. 
The tabulations of the responses given by Dover High School 
graduates are presented in Table IX and Table X on the fol-
lowing page. 
TABLE IX 
GRADUATES WHO TOOK DIRECT DICTATION AT THE 
TYPEWRITER I N THEIR FIRST POSITION 
Number of Per Cent 
Response Responses of Total 
No 54 50.9 
Yes 39 J6.8 
No response lJ 12.J 
Total 106 100.0 
As indicated by Table IX, 54, or 50.9 per cent, of 
graduates were not required to take direct dictation at 
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the 
the 
typewriter in their first positions. Thirty-nine, or J6.8 
per cent, were required to do so. Thirteen did not respond. 
Response 
No 
Yes 
Total 
TABLE X 
GRADUATES WHO COMP OSED THEIR OWN 
LETTERS I N THEIR FIRST POSITION 
Number of 
Responses 
59 
47 
106 
Per Cent 
of Total 
55 -7 
44.J 
100.0 
Table X shows that 59, or 55 . 7 per cent, of the graduates 
were not required to compose their own letters in their first 
positions; 47, or 44 . J per cent, were expected to do so . 
TABLE XI 
OFFICE MACHINES OTHER THAN THE TYPEWRITER 
USED BY GRADUATES IN THEIR POSITIONS 
Frequency 
Type of Machine of Response 
Adding machine 79 
Calculator .31 
Liquid duplicator 28 
comptometer 19 
Telephone switchboard 18 
Bookkeeping machine 16 
Mimeograph 1.3 
Transcribing machine 10 
Billing machine 5 
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Table XI shows a list of business machines other than 
the typewriter used by the graduates in their positions, 
arranged in the order of frequency of response. The adding 
machine was used by 79 of the respondents; the Burroughs 
and the Remington were found most frequently in the offices. 
Thirty-one indicated that they had used the calculator 
on their jobs. The ~onroe calculator was the most frequently 
used, followed by the Friden and the Marchant. 
The liquid duplicator was used by 28 of the graduates 
and 19 reported that they had operated the comptometer. 
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Other business machines reported by fewer numbers of gradu-
ates were: telephone switchboard, 18; bookkeeping machine, 
16; mimeograph, lJ; transcribing machine, 10; and billing 
machine, 5. 
some of the graduates added the names of business 
machines which they were required to operate in their par-
ticular position, but which were not listed on the survey 
sheet. These machines were t he addressograph, teletype, 
multilith, and photostat machines. 
TABLE XII 
TYPES OF FILING SYSTEMS USED BY 
GRADUbTES IN THEIR FIRST POSITIONS 
Frequency 
Types of Systems of Response 
Alphabetic 80 
Numeric JO 
Kardex 8 
Chronological J 
Soundex 1 
Table XII shows that the alphabetic system of filing 
was the most frequently used in the offices which employed 
the graduates participating in this survey. Eighty reported 
its use. Numeric was reported by JO of t he respondents. 
Ei gh t graduates used the Kardex system; three, the chrono-
logical; and one, soundex. 
TABLE XIII 
KINDS OF TYPEWRITERS USED BY THE GRADUATES 
Kinds of Typewriters 
Manual Typewriters 
Royal 
Remington 
Smith corona 
Underwood 
Burroughs 
Electric Typewriters 
IBM 
Royal 
Remington 
Underwood 
Number Reporting Use 
36 
34 
15 
9 
1 
11 
5 
5 
3 
30 
Table XIII lists the kinds of typewriters used by the 
respondents. Ninety-five reported the use of manual machines 
while 24 i ndicated that they had used electric typewriters. 
The two manual typewriters in most frequent use were 
the Royal and t he Remington . The IBM was the electric 
typewriter used by the greatest number of graduates. 
Table XIV presents a list of typewriting duties and the 
frequency of their performance. Per cents are not reported 
in this table because they approximate the frequency figures 
so closely. 
~ ~~XIT 
TYPKwRITING DUTIES PERFORMED BY THE GRADUATES 
Typewriting Duties 
Addressing envelopes 
Typing letters 
Filling in printed forms 
Typing postal and index cards 
Typing manuscripts and reports 
Making out bills and invoices 
Typing statements 
Typing stencils and masters 
Typing interoffice messages 
Tabulating statistical data 
Typing from rough draft 
Typing telegrams and cablegrams 
Typing insurance policies 
Typing legal documents 
Frequency of Performance 
68 
63 
62 
46 
39 
37 
36 
35 
30 
22 
18 
14 
3 
1 
31 
Table XIV reveals that the four typewriting activities 
with the highest frequency rating were typing envelopes, 68; 
typing letter, 63; filling in printed forms, 62; and typing 
postal and index cards, 46. From JO to 39 respondents in-
dicated that they had typed reports, manuscripts, bills, 
invoices, statements, stencils, masters, and interoffice 
messages . Typing insurance policies and legal documents 
were reported by the fewest graduates. 
TABLE XV 
BOOKKEEPING ACTIVITIES PERFORMED BY THE 
GRADUA'rES IN THEIR FIRST POSITIONS 
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Bookkeeping Activities Frequency of Response 
Keeping customers• accounts 
Recording cash receipts 
Recording cash payments 
Posting to ledgers 
Making bank deposits 
Proving cash 
Checking and figuring invoices 
Making journal entries 
Reconciling bank statements 
working on payroll 
Preparing financial statements 
46 
41 
39 
38 
36 
3.5 
28 
2.5 
19 
17 
1.5 
Table XV lists the bookkeeping activities performed by 
the graduates in their first positions. Those with the high-
est frequency rating were keeping customers• accounts, 46; 
recording cash receipts, 41; recording cash payments, 39; and 
posting to ledgers, 38. From 2.5 to 36 of the respondents 
reported that they had made bank deposits, proved cash, 
checked and figured invoices, and recorded journal entries. 
Reconciling bank statements, working on payroll, and prepar-
ing financial statements ~'lere the activities reported by the 
fewest number of graduates. 
TABLE XVI 
EXTENT OF HELP WHICH A BUSINESS MATHEMATICS 
COURSE WOULD HAVE BEEN TO THE GRADUATES 
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Number of Per Cent 
Extent of Help He§ponses of Total 
Extremely helpful 21 19.8 
Moderately helpful 45 42.4 
Little or no help 33 31.1 
No response 7 6.7 
Total 106 100.0 
Table XVI summarizes the responses of the graduates 
to a question regarding the extent of help which a business 
mathematics course would have been to them in their work. 
No such course was offered in Dover High School at the time 
of this survey. 
Twenty-one, or 19.8 per cent, of t he graduates reported 
that a course in business mathematics would have been ex-
tremely helpful to them in their work; 45, or 42.2 per cent, 
indicated that such a course would have been moderately help-
ful; and 33, or 31.1 per cent, claimed it would have been of 
little or no help to them in their particular positions. No 
replies were given by seven, or 6.7 per cent of the graduates. 
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When asked to offer suggestions for the improvement 
of the business education program at Dover High School, 
many of the respondents commented that they were satisfied 
with the program and that they felt it had prepared them 
adequately for the positions which they held since gradu-
ation. 
Some of the graduates, however, made a few suggestions. 
The first three suggestions, as summarized below, account 
for almost 70 per cent of all the suggestions offered. 
l. Provide more training in telephone usage, including 
voice training. Afford students more practice in the tech-
niques of making long distance calls, collecting delinquent 
accounts , and dealing with irate customers on the telephone. 
2. Provide . longer and more intensive training periods 
on business machines --comptometer, adding machine, and cal-
culator. 
J. Emphasize original composition of business letters, 
punctuation, and spelling. 
4. Training in receptionist procedures, public rela-
tions techniques, and office etiquette should be included 
in a general secretarial course. 
5. Require business mathematics of all business stu-
dents. 
6. Some preparation for Civil Service testing would 
be helpful. 
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7. Provide more training on electric typewriters. 
8. Familiarize the students with different voices in 
shorthand dictation and give more lengthy, involved dicta-
tion. 
The findings from the foregoing data are summarized 
in the following chapter. The recommendations for the 
improvement of the business curriculum at Dover High School 
are also included in Chapter v. 
CHAPTER V 
SUMMARY OF FINDINGS AND RECm1MENDATIONS 
A three-page survey sheet was sent to the business 
graduates of Dover High School of the years 1950 through 
1958 to determine to what extent the business education 
curriculum was meeting the needs of the graduates and to 
determine the duties most frequently performed by the gradu-
ates . The data in this study were based on the replies of 
107 , or 70 per cent, of the graduates to whom the survey 
report sheet was mailed. 
Summary of the Findings 
1 . Of the 151 questionnaires which were sent to the 
1950-1958 business graduates of Dover High School, 107, 
or 70 per cent, were returned. Only one graduate re-
ported that she had never worked since graduation from 
high school. 
2 . High school education was terminal for 80, or 
74 . 8 per cent, of the graduates . Twenty-seven, or 25 . 2 
per cent, of the graduates indicated that they had con-
tinued schooling beyond high school. All but four of 
those 27 who continued their schooling beyond high school 
sought additional training in some phase of business edu-
cation. 
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J . Sixty-four, or 59 . 8 per cent, were employed full 
time at the time of this survey . Thirty-four, or Jl . 8 
per cent, were housewives ; six, or 5.6 per cent, were at-
tending school full time; and three, or 2 . 8 per cent, were 
employed part time . 
4 . Forty-five , or 42 . 4 per cent, of the graduates held 
only their original position; 41, or J8 . 7 per cent, worked 
in two different positions; lJ, or 12 .J per cent, held three 
positions; and only seven, or 6. 6 per cent, moved into a 
fourth job . 
5. In their initial positions, 20 . 9 per cent of the 
graduates were employed by manufacturing concerns; lJ . l 
per cent were employed by banks; and 12.J per cent worked 
in retail store offices . Wholesale distributors employed 
6. 6 per cent and United states Government agencies and 
automobile sales firms each offered initial employment t o 
5.7 per cent of the graduates. Public utilities, credit 
bureaus, municipal offices and insurance companies each 
engaged 4 . 7 per cent of the respondents . Educational insti-
tutions and professional offices each gave initial employment 
to J . 8 per cent of the graduates, and the remaining 9.3 per 
cent were employed in offices of newspaper publishing firms, 
hospitals, research publishing concerns, an employment 
agency, and a cleaning establishment. 
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6. Sixty-six, or 62.2 per cent, of the graduates par-
ticipating in this survey were not required to take an 
employment test to secure their first position; thirty-
four, or 32 per cent, were not required to take such a 
test to secure their second position. 
7. Those respondents who were required to take em-
ployment tests reported that the most common tests were 
typewriting tests, intelligence or aptitude tests, and 
arithmetic tests . 
8. The majority of those who reported that they re -
ceived on- the-job training indicated that most of this train-
ing was in the areas of business machine operation and tele-
phone technique. 
9. Forty-nine, or 46 . 2 per cent, of the graduates did 
not use shorthand in their work. Of the 43 graduates who 
used shorthand in their work , 29, or 67.4 per cent, reported 
that their high school shorthand speed was adequate for 
their employers' demands . 
10 . The findings revealed that 39, or 36.8 per cent, 
of the respondents took direct dictation at the typewriter 
in their first positions. Forty- seven, or 44 .3 per cent, 
of the graduates were required to compose their own letters 
in their first positions . 
11. The filing systems in most frequent use by the 
graduates on their various jobs were alphabetic, which was 
used by 80 and numeric, used by 30. Other filing systems 
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reported by a few graduates were: Kardex, which was used 
by eight graduates; chronological, reported by three; and 
soundex, used by only one of the respondents. 
12. The results of the study revealed that the adding 
machine, calculator, and liquid duplicator were the most 
commonly . used business machines other than the typewriter. 
Seventy-nine of the respondents reported using the adding 
machine, 31 reported using the calculator in their positions, 
and 28 indicated that they had operated the liquid dupli-
cator. 
13. Typewriting activities performed most frequently 
by the graduates in their first positions included: address-
ing envelopes, reported by 68; typing letters, 6J; filling 
in printed forms, 62; and typing postal and index cards, 46. 
Other typewriting activities listed in the order of frequency 
of performance were: typing manuscripts, reports, statements, 
stencils, master sheets, and interoffice messages. These were 
all reported by from 30 to 39 respondents. From 14 to 22 of 
the graduates indicated that they had tabulated statistical 
data, typed from rough draft, an.d typed telegrams and cable-
grams. Only from one to three reported that they had typed 
insurance policies and legal documents. 
14. Manual typewriters were used by 95 of the respond-
ents. Twenty-four of the graduates reported having operated 
electric typewriters on any of their jobs. 
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15. The survey revealed that keeping customers• ac-
counts was the most commonly performed bookkeep ing activity, 
with 46 reporting. The next three bookkeeping activities 
in order of frequency of performance were: recording cash 
receipts, 41; recording cash payments, 39; and posting to 
ledgers, 38. From 25 to 36 of the respondents reported 
making bank deposits, proving cash, checking and figuring 
invoices and making journal entries. Reconciling bank 
statements, working on payroll, and preparing financial 
statements were activities reported by 15 to 19 of the 
graduates. 
16. According to the responses of the graduates, a 
course in business mathematics would have p roved extremely 
helpful to 21, or 19.8 per cent, of the graduates and mod-
erately helpful to 45, or 42.4 per cent, of t he graduates 
employed in business offices. 
17. Suggestions made by the graduates for the improve-
ment of the business education program at Dover High School 
indicate a need for t he following : a longer and more inten-
sive tra i n i ng period on busines s machine operation; more 
training in original composition of business letters with 
special emphasis on business English principles, punctuation, 
and spelling; and a course in business mathematics. 
RECOMMENDATIONS 
The following recommendations are made on the basis 
of the interpretation and analysis of the data of this 
study: 
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1. As high school training is terminal education for 
74.8 per cent of the business graduates, the vocational 
program in business education should be both broadened and 
intensified. 
2. More background courses in social-business and 
economic education should be included in the business cur-
riculum and required of business majors . Dover High School 
business graduates enter the offices of various types of 
businesses--many of them are small businesses which employ 
only one or two office workers . In these positions, as in 
all business positions, understanding the business is impor-
tant to the employee. A study of some of the social-business 
and economic education courses will provide this understand-
ing. This background, combined with vocational skills, should 
produce a worker with a high degree of occupational intelli-
gence. 
J. Since the largest percentage of those graduates who 
needed on-the-job training obtained it in the area of busi-
ness machine operation, some consideration should be given 
to offering a course in business machines. 
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4. Beginning in the tenth grade and continuing through 
the twelfth, business students should be placed in a sepa-
rate English class where they will obtain intensive train-
ing in the principles of business English. Special emphasis 
should be given also to the original composition of business 
letters. 
5. Since 48.2 per cent of the graduates did not use 
shorthand in their work but performed activities which were 
largely clerical in nature, the guidance office should 
direct more of the business students into training for the 
clerical field which offers more job opportunities. 
6. A course in business mathematics should be added 
to the curriculum as more than 62 per cent of the graduates 
reported that they would have found it helpful in their 
work. 
7. More adding machines and calculators should be 
made available to the students in order to provide a 
longer and more intensive training period on these machines. 
8. A follow-up study of the business graduates should 
be made from time to time in order to keep the administra-
tion and the business education faculty informed of the 
changes in the business world which would necessitate 
further revision of the business education curriculum. 
9. For a more complete evaluation of the business edu-
cation program at Dover High School , a survey should be made 
of the businessmen who employ these graduates. Such a 
survey would determine the efficiency of these graduates 
as business workers and would suggest improvements in 
the business education program. 
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APPENDIX 
A SURVEY OF THE 1950-1958 BUSINESS GRADUATES 
OF 
DOVER HIGH SCHOOL 
1. Name ----:--..------Last First f-liddle 
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Maiden name (if married) Year of graduation 
2. Did you continue your education after graduation from 
high school? Yes ; No • 
If Yes, give name of school attended-------------
Particular subject areas studied 
J. Please furnish data relative to the positions that you 
have held since your high school graduation. 
Name of Firm ~ of work 
First position---- ------ From to 
Second position From to 
Third position From to 
Present position From to 
4. Please indicate by a check mark your status at the present 
time. 
( } Employed. full time ( ) Attending school full time ( ) Employed part time ( ) Attending school part time ( ) Housewife ( ) Other: 
5. Please indicate by a check mark in the appropriate columns 
the type of tests which you were required to take to obtain 
your first and second positions. 
~ of Test 
Personality test 
Intelligence or aptitude 
Typewriting test 
Transcription test 
Arithmetic test 
Office machines test 
Special test developed by firm 
No test 
Other: 
First 
Position 
Second 
Position 
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6. If you did part-time work while attending high school, 
did you continue working for the same employer after 
graduation? Yes No • 
7. If you received additional training on the job, please 
explain the nature of that training. 
8. Have you used your shorthand skill in your work? 
Yes ; No • 
9. Did you find your high school shorthand speed adequate 
for your employer's demand? Yes ; No • 
10. would you have readily accepted a position requiring 
shorthand skill when you graduated from high school? 
Yes ; No • 
11. If answer to above question is No, kindly indicate your 
reason. 
12. On your first job, did you compose your own letters? 
Yes ; No • 
13. On your first job, did you take direct dictation at the 
typewriter without using shorthand? Yes ; No _____ • 
14. Please check the system of filing used on your first job. 
( ) Alphabetic 
( ) Numeric 
( ) Kardex 
( ) Soundex 
( ) None 
( ) Other: 
15. Please check the business machines you used on your first job. 
Kind 
( ) Adding machine ( ) Mimeograph ( ) Calculator ( ) Liquid duplicator ( ) Transcribing machine ( ) C omp tome ter ( ) Bookkeeping machine ( ) Switchboard ( ) Billing machine ( ) Other: 
16. Do you feel that a separate course in business mathematics 
would have been helpful to you? 
Extremely helpful ; Moderately helpful . Little _, 
or no help 
• 
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17. Please check the various activities which constituted 
your typewriting duties on your first job. Double 
check those which consumed the major part of your time. 
( ) Letters ( ) Manuscripts and reports 
{ ) Statistical_ data ( ) Postal and index cards 
{ ) Rough draft ( ) Stencils and master copies 
{ ) Envelopes ( } Telegrams and cablegrams 
( } Statements - ( ) Interoffice communications 
( ) Bills and invoices ( ) Fill-ins on printed forms 
18. What make of typewriter did you use: 
{ ) On first job Make ; Manual ; Electric 
{ ) On present job Make ; Manual ; Electric 
19. Please check the bookkeeping activities which you performed 
on your first job. 
( } Working on payroll ( ) Keeping customers' Accounts ( ) Recording cash receipts { ) Reconciling bank statements 
( ) Recording cash payments { ) Preparing financial state-
( ) Proving cash balance ments 
( ) Making bank deposits { ) Checking and figuring ( ) Posting to ledgers invoices 
{ ) Making journal entries ) Other: 
20. Would you please list other specific job activities which 
you performed in your work for which you feel the high 
school should have prepared you? 
{1) 
{2) 
(3) 
(4) 
21. As a result of your work experience, please list any 
suggestions you might wish to give for the improvement 
of the business education program at Dover High School. 
Kindly use the other side for additional suggestions. 
• 
• 
50 
February 9, 1959 
Dear Graduate : 
I am conducting a survey of the business graduates 
of Dover High School for the years 1950-1958 . You can 
be of valuable assistance to me if you will complete 
the enclosed check list and return it to me within a 
few days. 
As a teacher in the business department of Dover 
High School, I am interested in knowing the type of 
position you hold, the nature of the activities you 
perform, and the various business machines that you 
operate on your job . I feel that you are the most 
valuable source of this information. 
Your name will not be used in the survey in any 
way as all results will be reported statistically . 
Any information that you furnish will be kept in the 
strictest confidence. 
The questionnaire has been arranged so that you 
can answer it briefly . It will take only a few minutes 
of your time . Won•t you kindly complete it now, and 
mail it to me in the enclosed self-addressed envelope. 
I shall be most appreciative of your cooperation and 
your promptness in replying. 
Sincerely yours, 
Louise O'Brien 
Enclosures 2 
